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How to Purchase a TAP Transit Pass 

 

1. Log on to SAP Portal through CityNet > Click on “Access Benefits Info” tile 

 

 

2. Click on “Benefits Enrollment” tile 
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3. The Benefits Enrollment Portal will appear > Click on “Transit Passes” and click “Continue”. For information on types and prices of passes, you may click 

the “TAP Fares and Passes Brochure” link on the right side of this screen. 

 
 

4. Enter your Compass Card number and click “Continue” 
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5. Click on the “+” icon to see the menu of TAP passes 

 
 

 

6. Under “New Election” click the arrow drop down to see the TAP passes available for purchase > select the pass you would like to purchase 
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7. You will see the selected TAP pass and the cost that will be taken out as a monthly payroll deduction > click “Continue” 

 

 

8. The next screen will confirm your selection. Then you can choose from the following options: 

 

> if you need to make an edit to your selection, click on the pencil icon 

> if you would like to delete your selection, click on the trash can icon 

> if the information is correct, click “Continue” to go to the next step 
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9. Plan Summary  

> Review your TAP pass election 

> Email confirmation will be sent to your City email or another email address that you enter 

> Click “Complete Enrollment” once you have reviewed the Plan Summary and are ready to finalize your enrollment 
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10. Read the “Consent Form” to authorize payroll deductions > Click “Accept” if you agree 

 

 

 

11. Confirmaton will appear> click “Accept” 
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12. Your confirmation letter will generate 

 

 
 

13. You may print or save your confirmation letter by hovering the mouse over the PDF. When you are finished, you may close your browser tab. 
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How to Cancel Your TAP Transit Pass Enrollment 

 

1. Follow steps 1 through 4 in the instructions above for “How to Purchase a TAP Transit Pass” 

 

2. Under “Action” click on the trash can icon to cancel your TAP pass enrollment

 
 

3. Confirmation Required > Click “OK” to begin to cancel your enrollment 
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4. Click “Continue” 

 

 
 

 

5. Plan Summary  

> Review your Plan Summary to ensure that “No plan elections found” is displayed 

> Email confirmation will be sent to your City email 

> Click “Complete Enrollment” once you have reviewed the Plan Summary and are ready to cancel your enrollment 
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6. Read the “Consent Form” to authorize payroll deductions to be cancelled > Click “Accept” if you agree 

 

 

 

7. Confirmaton will appear> click “Accept” 
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8. Your Confirmation Statement will generate showing that you are not enrolled in any TAP plan: 

 

 

9. You may print or save your confirmation letter by hovering the mouse over the PDF. When you are finished, you may close your browser tab. 


